
 

 
Organising 

a New 
Sports Club 

 
 
 
 
 
 
 
 
 
 



2 
 

The Process 
 
Once you’ve developed an idea for your sports club, you will need to begin to take 
the first steps in order to register and establish it. This handbook includes all the 
basic information you need to read and which forms you need to complete in order 
to get things started. Don’t worry if it seems complicated – the Student Community 
Development Co-ordinator for Sports is here to provide support and guidance along 
the way. 
 
 
Stage 1 - Creating a Club 
 

• The first step for your Club is to complete the New Club Start-Up Form, and 
return this to the Students’ Union.  

 
• For the New Club Start-Up Form you need to decide on what you want to call 

your Club. 
 

• You will also need the details and signatures of ten students who want to 
commit to being members. There is a form included in this handbook – fill the 
details in and then email a copy of the form to the Student Community 
Development Co-ordinator. 
 
 
 

Stage 2 – Arranging a Committee 
 

• Every club needs a committee. The committee should consist of dedicated 
members to undertake the roles of Chairperson and Treasurer as a minimum, 
if you would like to have more Committee positions feel free to do so as 
appropriate to your Club. The duties attached to these roles are included 
later on in this handbook. Other possible Committee positions are: Vice 
Chairperson/Secretary, Captains and Social Secretaries.  
 

• When a Club is first set up, an unelected committee may lead that 
club/society in the roles of Principal Officers, prior to the club/society holding 
its first Annual General Meeting where an election for a full Committee must 
be undertaken. 
 

• These Principal Officers will be responsible for continuing the process of 
creating a new Club with the Students’ Union. 
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Stage 3 – Developing your Club 
 

• Once you have a Committee together you should arrange a meeting with the 
Student Community Development Co-ordinator for Sports or the Vice 
President to discuss the next steps for your Club. The Students’ Union will 
also go through the Club funding process with you.  
 

• Together the Committee will need to complete the Students’ Union’s Club 
Development Plan, detailing what they would like to do over the forthcoming 
year and setting out how they are going to achieve this. You will need to 
write a brief synopsis of what your club is all about and what goals you are 
trying to achieve. The Student Community Development Co-ordinator will 
send you a copy of the Development Plan, along with the guidance for 
completing it. 
 

• The Committee will also need to create a proposed budget for the 
forthcoming year, including a proposed membership fee for the year. When 
setting the membership fee the committee needs to take into account the 
costs of the club’s activities and any resources that will be required. Before 
setting your fee it is best to discuss this with the Student Community 
Development Co-ordinator to ensure that it is an appropriate amount.  
 

• Throughout the summer the Students’ Union will run Club Committee 
training sessions to help you out in your Committee role, you should ensure 
that you attend these sessions, or if your Club is set up outside of the 
Committee training period that the core information is provided to you 
anyway.  

 
• A constitution will need to be written for the club. This needs to include the 

aims, objectives, the regulations for eligibility, etc. If you wish, the Students’ 
Union will provide you with their sample Club Constitution – once it is 
complete it will need to be ratified at an Annual General Meeting of your 
Club, with a copy provided to the Student Community Development Co-
ordinator for the Students’ Union’s records.  
 

 
Stage 4 – Playing your Sport 
 

• It’s time to start playing! Hopefully you’ll have been able to start playing your 
sport when you started the process of setting up a new club, but if not it’s 
time to get started. The Student Community Development Co-ordinator for 
Sports will be able to arrange a regular training slot for your Club with Trinity 
Fitness.  
 

• How seriously do you want to play your sport? Whether you’d like to play 
your sport socially or competitively is up to you, but there’s a little bit more 
to do to play competitively.  
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• Are there any relevant Social Sport sessions for your club? Trinity Sport put 

on a wide range of social sport options, it could be a great place to get some 
tips, to help grow your club and maybe find some new members.  
 

• Would you like a coach? A coach can be really useful if you’d like to develop 
your skills in your sport, particularly if you’re looking to compete. Check with 
the Students’ Union, Trinity Sport or Trinity Fitness about whether they have 
any coaching contacts for your sport.  
 

• Competing? There’s lots of different ways that you can compete within your 
sport, on campus, in local leagues or through the BUCS leagues. Competing in 
leagues generally requires a level of commitment and funding that you might 
not need to think about if you’d just like to play socially. The Students’ Union 
will support you financially if your Club is going to play in a competitive 
league, and we can help you to get entered. Before we can enter you in a 
competitive league we’ll need evidence that you have enough regular, 
committed members, who are interested in playing in a league.  A really 
useful step towards competing in a league would be to set up some friendly 
matches against other local teams, or other universities.  
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Committee role descriptions 
 
Below are some brief descriptions of the core Committee roles that need to be filled 
in your Club. These are just outlines and depending on the nature of your Club you 
may find there are other requirements for the role.  
 
Chairperson 
 
The Chairperson is responsible for overseeing and coordinating the overall activities 
of the Club, ensuring that the organisational systems of the Club are strong and 
effective. It is the Chairperson’s job to make sure other Committee members are 
fulfilling their roles so the Club can run to its full potential. The Chairperson is 
responsible for ensuring that the Club is ran as democratically as possible. The 
Chairperson is also a signatory of the club, so whoever takes on this role will need to 
be aware of what is happening with the Club financially.  
 
Treasurer  
 
The Treasurer of the Club is responsible for all of the Club’s financial transactions. 
The Treasurer may not pay for things directly but he/she should keep track of, and a 
record of everything as best they can. The Treasurer is also a signatory of the club, so 
whoever takes on this role will need to be aware of what is happening with the club 
financially. They will also need to keep records of the Club’s finances electronically 
and email these regularly to the Student Community Development Co-ordinator.  
 

• The Treasurer shall be responsible for ensuring that all expenditure is 
legitimate and does not exceed the balance held in the union account.  

• The Treasurer shall ensure that all income received by the Club is paid 
directly into the Union accounts and that no funds received by the Club are 
withheld. 

• No-one from any Club may commit either the club or the Union to any 
expenditure without prior authorisation through the Student Community 
Development Co-ordinator. 

• The Treasurer is responsible for maintaining an up to date budget which must 
be regularly reconciled with the Union budget. 

• The club shall not hold its own bank account and all its finance will be 
administered through the Union. 
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Club Finances 
 
 Each Club will hold their own account with the Students’ Union, which the 
Chairperson and Treasurer are signatories for. Into this account will go any money 
that you raise from membership, fundraising, sponsorship or in grant funding from 
the Students’ Union. All of your expenditure for the year will then go out of this 
account.  
 
Each club is responsible for raising their own funding to in order for them to operate. 
Your membership fee is crucial to your stability and successful operation as a Club so 
you should ensure that you think carefully about what you decide to set your 
membership fee as, and should consult with the Students’ Union before this is 
finalised.  
 
A great way of funding your club for the year is through the gaining of sponsorship. 
The Union can provide advice and help on how to do this but it is your own 
responsibility to get out there and approach organisations and ask for their support. 
There’s also lots of different fundraising activities that you can hold throughout the 
year to help support your club.  
 
The Students’ Union will also help to support your club through the following 
funding process: 

- Each club will receive a per team allocation of £300 per team competing in a 
league providing that you have a treasurer, complete a development plan by 
the required deadline, and that you attend committee training 

- You will then have the option to apply for further funding from the Students’ 
Union throughout the year – the first round of applications for this funding 
will take place in September, and further details about how and when to 
apply for this funding will be released throughout the summer. To apply for 
this grant funding you will have to have fulfilled all the criteria for the per-
team allocation, as well as having a ratified constitution.  

 
 
 


